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U.S. General Services Administration

GSA Federal Acquisition Service

E-MORRIS Introduction

0 E-MORRIS is GSA™ system that supports billing and inventory for the Networx contracts.

0 E-MORRIS enhances the functionality of MORRIS for Networx, but is a separate web site
with separate access.

0 URL: https://emorris.fasbilling.gsa.gov

0 There are three levels of Agency access to the web site:
o Public — general info, account registration forms, reset password form
0 Agency User —inventory and billing, depending on approval of Agency DAR Admin
0 Agency DAR Administrator — Agency User, plus screens to manage other accounts

o This briefing provides an overview from an Agency User perspective.
o Inventory and billing process overview
o Web site account registration process
0 Account set-up and navigation
o Networx inventory screens
0 Networx billing reports
0 E-MORRIS help and contact info 2
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Inventory & Billing Process Overview

0 Inventory Process (could be daily on business days)
0 Load vendor Service Order Completion Notice (SOCN) file to inventory database
0 Check against Pricer & report errors to vendor (vendor may send corrected SOCN)
o Postinventory data to tables for web access

0 Billing Process (monthly)
0 Load vendor invoice, detail and adjustment files to billing database
0 Balance invoice to detail to ensure accuracy of billing data
0 Run verification check for:
— Elements populated
— SOCN for each order; billing consistent with SOCN
— Correct prices
— No duplicate billing
— No over 90 day billing
— Exceptions feed into disputes process (centralized only) and SLA count
0 Run customer billing (centralized only)
— Feed to IPAC process
0 Post data to tables for billing web reports
— View/print, download data, data layout
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Home Page (public access) "OR DATAACCESS:

0 UserID & password required.

E-MORRIS
authorized by the Agency

DAR Administrator.

WORRES E-MORRIS
TOPS e*Bil

TOPS Ordering Enhanced Monthly On-Line Records and Reports of Information Technology Services O Agency must have a Copy Of

GSA Home Welcome to GSA's web site for Networx Biling and Inventery Management

GSA Networx the DAR Administrator letter

GSA TSMs (GAMS)

Netwaorx Unit Pricer On f||e Wlth GSA

MNetworx Agency Pricer

This is a Restricted Site

E-MORRIS Info .
_ You must be a registered user in order to access this websits. If you are currenthy O 3 Ways to get an account

m Uszer Guide registered, please enter your User Name and Password to log in. .
- P S d : 0 Register Now form
: Ej'r:gpirssmme Login Now (any USE‘F)
ocibme] | 0 Multiple Users form
Password | | (DAR Adm|n)

0  Links to other web o DAR Admin can create
sites (access _ _ through web screens
Controlled Register Now _F-:Irg-:lt Password Other Login Problems

ol
Separately, as 0 If you have an account and
required) forget your password, click
L. k t I P;I:E;:I\:;NEGEJ.S. General Service.s Administ.ration.Federal Go.l.rerpmentc_:c.rmputer system that i_s Reset Password and enter
0 Links to genera Rt A et el 0 s

information about
E-MORRIS 4
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Account Registration screen sample

Thiz form registers one user
for an E-MORRIS account. If
you are a DAR Administrator
and wish to register multiple
uzers, please click here to
download a form.

Pleaze enter your contact
information into the fields at
the right.

#* |ndicates that you must
provide this information.

Pleaze make sure to provide
a valid email address. You
will be contacted at this
address when your request
has been processed.

Pleaze enter at least one
Agency Higrarchy Code
[(AHC}. You must enter at
least two characters; you
may enter up to 28. A partial
AHC means access to all
AHC= =starting with those
characters (e.g., "47" means
you are requesting all AHCs
starting with 47. If you enter
47, you don't need to enter
levels that rollto it, e.g.,
4712, 47001234}). You may
enter multiple AHC=, either

% Email Address |emurrls.user@_ﬂgency.gu'.r |

First Hame |Emurris |

# Last Name |User |

#* Phone

CLE_CEC EEoo |

Address |123 WMountain Road |

City |West Glacier |

State |MT _

Zip 54321 |

% Agency |TEO1

Hierarchy | TE03
Code(=)

» W Networx Inventory
CCESS
Networx Biling

Comments | This is g demo request for E-MORRIS access

# Indicates a Required Field

m | Submit Request

*Note: AHC access actually granted is subject to DAR Admin approval, and may be different from what

is requested.

:
E-MORRIS Reqgistration Request Information

0

Form accessed through Register Now button
on the E-MORRIS home page.

Submitted form populates a request table in
E-MORRIS.

Agency DAR Administrator and GSA get a

system email with request information, and
can access the request through a web screen.

User gets a system email with UserID and
password, once the DAR Administrator or GSA
has created the account.

Agency Hierarchy Codes

0

0
0
0

Identify your requested level of data access
You must enter at least two characters
You may enter up to 28 characters

The more characters you enter, the more your
access is restricted*, e.g.

0 Ifyou enter TE, you will get all AHCs
starting with TE

o Ifyou enter TE00000000000000000000000000,
you will get only that AHC.

You may enter multiple AHCs (separated by ;
or on a separate line) =
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Navigation and Account Set-up

A E'MO RRIS Welcome Emarris User | My Account | Logout
G Sl-\ Enhanced Monthly On-line Records and Reporfs
af Information-Technology Senvices
Home Billing Reports

Home UserGuide FAQ MNews ContactlUs

Home > My Acoount

0  Must change password and accept Rules of

. " . s :
y Accoun Behavior on initial log-in

m Change Pagsword

m  Change My Motifications . . .
m Change My Preferences First NameiEmurriS | 0 Standard Web S|te naV|gat|0n

User Hame EMORRIS.USER@AGENCY.GOV

| 0 Tabs across top for modules

0 Links (sub-tabs) underneath for pages
within modules

Last Hame Iraser

Address | 123 Mountain Road |

City [West Glacier |
state [T | 0  Click on My Account link in top right corner

= to:
Zip |54321 |

0 Update POC info - optional
0 Change Password - required every 90

EmaiIAddressl |

Telephone IE—EE—E—E—E—E—E—EE days
0 Change system natifications - optional
0 Change navigation preferences —

optional unless you have more than
500 Agency Hierarchy Codes
(see slides 25-28 for more info)

6
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Navigation and Account Set-up (continued)
e My Account task screens

= Change Paszweord
m  Change My Motifications
m Change My Preferencesz

My Preferences

My Notifications
Common Elements
Download File Format
Hotify me when these events occur Alternative Start Page
for Agency Billing Rows per Page W W
Agency Reports Available for Month Include Column Headers in Download File
Yes Agency Billing
m Default Report | Service Summary W |

AHC Selector Type | Popup List Drilldown {a/ fitters) - |

0o  Change web site preferences — options for changing navigation defaults
0 Download format — recommend tab delimited (TSV)*

Alternative start page after log-in — default is Home

Rows per page — default is 30

Include column headers — default is yes

Default report when first clicking on billing tab — default is MSOA

0 AHC selector type —default is dropdown

0 Changing these settings is optional, with the exception of AHC Selector
Type IF you have more than 500 AHCs (see slides 25 — 28)

0 Change notifications — options for
getting system emails

0 Billing reports available

o O O O

*Note: Default download format is comma delimited (CSV), but there is an issue in which Excel translates AHCs to scientific notation. TSV format negates the issue.
If you dont set the default here, you can choose TSV format for any report by clicking on the down arrow next to the Download icon and selecting tab delimited.
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Networx Inventory Management (NIM) browse screen sample

Home > Netwond Inventony

inventory IR E

Inventory

Contract ! Al

| Contra{:’lor: All

¥ | AHC Starts With.., TE |

Service | Al

v | orusl

Advanced Search Options:
Originating NIC |

CLINl

I Service Order No |

ASRH |

j Customize Query % Printer Friendhy Download

VIEW CONTRACT

CONTRACTOR ORIGINATING NIC ASRN

AHC

UEl

NIMS SOCN

SERVICE CLIN

SERVICE ORDER MO UNIT PRICE

LD |Universal|Vendorz RBRLNTX03MAZ |TESTASENTEOS|TEOS000000000000000000000000|TESTUBITEOS|CHS 0085011 |060000151 100
LD |Universal|Vendorz ABLNTX03MAZ |TESTASENTEODS|TEOS000000000000000000000000|TESTUBITEGS|CHS 0055004 |060000151 100
LEED |Universal|Vendozrz RELNTX03MRZ |TESTRSENIEOS|TEOQSOOD0000000000000000000000|TESTURBITEDS|CHS 0055013|0&0000151 100
LEED |Universal |Vendorz RABLNTX03MAZ |TESTASENTEOS|TEOS000000000000000000000000|TESTUBITEOS|CHS 0054003 | 0600001591 100
Universal|VendorZ BBRLNTX03MAZ |TESTASENTEOS|TEOSO00000000000000000000000|TESTUBITEOS|CHS 0054008 | 060000151 100
Universsl|VendorZ CLEXCOHS5UZE |TESTRSENTIEOD4|TEOC4000000000000000000000000|TESTURBITEDL|CRCS 0&835017|071055771 a
Universal|VendorZ CLEXQOHSSUZ8 |TESTASRNIEO4|TEO4000000000000000000000000|TESTUBITED4|CECS 0521144|071055771 128.4
Universal|VendorZ CLEXOH35U28 |TESTASENTEOD4|TE04000000000000000000000000|TESTUBITEO4|CPCS 0921244|071055771 3.06
Universal |VendorZ CLEXQOHS5U28 |TESTASENTEC4|TEO4000000000000000000000000|TESTUBITEO4|CECS 05321344 |071055771 S9e.3
Universsl|VendorZ CLEXCOHS5UZE |TESTRSENTIEOD4|TEC4000000000000000000000000|TESTUBITEDL|CRCS 0&83000&8|071055771 27.329
Universal|Vendorl FTGMMDARUST |TESTASRNTEO3|TEO2000000000000000000000000|TESTUBITEOS|ELS 0780311 |383931-1 16.05
LD |Universal |Vendorl CIMAMDOSUST |TESTASENTEODS|TEO3000000000000000000000000|TESTUBITEOS|PLS 0760311 |38331-1 136_5%6
LEED |Universel|Vendorl FIGMMDRRUET |TESTASENTEZOZ|TEO3000000000000000000000000|TESTURBITEDZ|ELS 0780111|38531-1 3z1
LEED |Universeal|Vendozl FTEMMDARUST |TESTASRNIEOQ3|TEO3000000000000000000000000|TESTUBITEOS|ELS 01230505|38531-1 174.95
LD |Universal|Vendorl CIMAMDOSUST |TESTASRNTEO3|TEO3000000000000000000000000|TESTUBITEOS|ELS 0780111|383931-1 321

Query by AHC
or UBI.
Additional
filters
optional.

Click on View
to see details.

Add report
fields through
customized
query link.

Download
contains all
Gov1-
requested
J.12.2-4
(SOCN) fields.

8
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NIM error report sample

I.E-FJDERiE = e g e Welgome Emenns User | My Aceasnt | Logeul i
o B L rowe JETRERRl v nevocs | 0 Report of SOCN

leyeriory FMSE SOCH
e e errors found and
reported to

vendor.

0 Shows all NIM

Ll Dabes | 8 Disina- W Contract | & ¥l comtmetor [ = B

| Z TEET D6 E0006CLE SR | 5] AaHj13 h = on Fisld: IMSTALL_DRTE TESTORRTE LEXCHEII S| - STAZRNT H

I:I. £l JTESTURLTE O |OS3AS01 TCLIXCHI ST 7 AaMjLa Fricing failed on fisld: [KETALL ORTI TESTORRTIOA | CLEMOHBEUS & |~ TISTASENT flelds’ pIuS error
11 2 TESTUBLTEONL |11 4 dCLERIEI S0 8 |31 -MAR-2008 7 AHpid Dricing failed oo Eimld: [METALL DRTE TEETORATENM |C1ENOESEU2E| - TEATASRNI deSCrIptiOnS.

&5 2 TEFTUBLITEN | 00 E 124 4CLERDEISIER | &1 -HRA-2008 AHpia Exicing fallsd on fi=ld: THITALL DATE IESTORARTEDY | CIEXOEREIRZ S|~ TESTASRNT

1 2 TESTUBL O5I1AS4CLEIKCHISOIE |31 -MAR-2008 11:-23:47 AMjla Fricing failed cn fisld: :K_'r_.i;:-'_\_:hﬁ.'E TESTORRTEQS | CLENORINUZ S| - TESTASENT

1L 1 TESTUBLTEDNG|S00a00 AR LHTXI MR {21 -HAD-2008 AHjig Dricing folled on Figldr TESTALL DRTE TESTER 5 |ABLMTXDAHAZ |- TESTASRHI

E3 | Ed TEIATURITROR| OO D400 SASTHTIE] ShAL | 51 -MAR-3000 11 .| B Fxl:i'.\., fallad ocn Fisld: :I".-_.ﬂ'_":."lfi TEITORATEAE | ARLKTXDIMAS |~ TESTASRNT O Vendor errors

E !2 | TESTUBLTINS | 0SS0 ASILITAD SEL | 22 3R - 200 % adjie Fzicing Zeilaed i fdald: LASTARLL DEID IZETORATE QN | ABLITTHO LG |~ TEOTESENT Can only be

1L 12 TESTUBLTE 06| 000501 LARL AT SHAR | 1 -HAD-2008 1 7 AHJ130 Billimg Cricar arroe: unable oo deterwine pEricd B-Tapld |TESTORRT RELMTX0EMAZ |- TESTASRHI

11 I.i TEASTURLTECR|OODE0L LASLHTXN 3blAs | 51 -MAR- 3003 7 AMilE Fricing failad on fisld: [KSTALL DRTE TESTIORRTE RELITEDIMAS |- TESTASENT Corrected by a

1 |2 TESTUBLTELE| 009301 LASINTI)SHAL | 50 -3A0- 2008 11 7 aHf2d Ericiog £xiled co Eield: DCE CREZ RO TEETORATENS |ABLETE DG | - TEATASRNI

1 I! TEBTUBITENG|S0890 L IASTHTXI AR | 51 -HRR-2008 EHIE Becord 13 mlsaing regquieed fields:ICH_CASE_ WD TESTORRIEDS | RELNTEDDAZ |- TESTRARAI neW SOCN from
Iz |msmmrrwesfoosso: smersmrmeins]s: sme-zo0n 11:33:07 amfse 3, IOTE mrrmermos[asssosez]-  [resvase the vendor — GSA

does not change
vendor SOCN
data.
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Billing Reports

Billing Summary — total charges by vendor and contract

MSOA — charges by Networx service type and category

Service Summary — charges by Networx service

Call Detail Summary — usage charges by phone/card number

CLIN Detail — charges by CLIN

Conferencing Services — charges for audio, video and web conferencing services
Vendor Adjustments — detalil of vendor adjustments

GSA Adjustments — detail of GSA adjustments (central only)

Charges by Service —total charges by AHC and service (download only)

UBI Summary — charges by vendor Unique Billing Indicator

GSA Disputes — detail of disputes filed by GSA on behalf of Agencies (central only)
Vendor Disputes — detail of disputes as provided by vendors

O O O OO OO o o o o o

o Allreports apply to central and direct billing, unless noted above.
0 Allreports have printer friendly and download options, unless noted above.

o Data layouts are available with the download files, and in the billing report user guide.
10
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MSOA/Reports Availability

Select Report Criteria

Bill Period Vendor | Vendor2 v Contract | Universal || AHC | TE01
Break On CentraliDirect

E-MORRIS “bill period” is the usage month

The vendor invoice is delivered by the 15" business day of the following
month (approx. the 215t or 22n9)

E-MORRIS billing reports are available 2 months after the usage month
(between the 10t — 15t calendar day)

For example:
Usage Vendor Invoice E-MORRIS IPAC / BIll
Reports (central)
Jan1-31 dated Feb 2008, dated Jan 2008, dated Jan 2008,
delivered by Feb 21 | posted between billed between
or 22 Mar 10 - 15 Mar 22 — 28

11
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GSA Federal Acquisition Service
Billing Summary Report Sample

& E'MO RRI S Welcome Emerris User | My Account | Logout
GSb\ Enha ~ords and Reports
of information. ogy Services

Summary MS0A Service Summary Beports  Charges by Service Adjustment Reports  Detail Reports  Summary Reporte  Dispute Reports
Home = Billing Reports » Summary

ggkm Select Select Report Criteria  AHC | TEO1 0000 0000 0000 0000 0000 0000 - Bil v
BReports CentraliDirect  Central v .

&4l Biling Reports = 0 H |g hest |eve|
=] summary] f
;E "!SOA @ Hide selection Box E Printer Friendty Download 71 @ user Guide sum mary 0

ervice Summary Reports Char es b

Communications Transport g y

IP Bazed Networx Billing Summary By Month Networx Vendor

Optical

5 Management/Application Agency Hierarchy Code: TEC 000000000000000000000000 Bill to AHC: TEG1000000000000000000000000 and Contract

Security Agency Name: Agency ED1DEM BOAC: TESTHM

Special Line of Accounting: Central/Direct: Central

H wirsless

B Access 0  Query by AHC

H Miscelaneous January 2008 d
—H charges by Service an .
+adjustment Reports Vendor Total Universal Enterprise CentraI/DlreCt

18 GsA Adjustments Vendor2 409,729.73 203,736.33 205,993.40

& vendor Adjustments
 Detai Reports Total 409,720.73 203,736.33 205,993.40

|d Conferencing Services 1

I8 cLIN Detail 0 Llnk from
Summary Fepors amounts to

& Call Detail Summary H

3 U8l Summary corresponding

CHDispute Reports

9 esA Dsputes There are multiple ways to navigate through the billing reports:

|8 vendor Disputes ) ) i i
0 Report list to the left of the page (you can hide or show this list
as you choose)

0  Links across the top under the Billing Reports tab
0  Links from within summary reports to lower level reports 12

MSOA
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Monthly Statement of Account (MSOA) sample

Select Rapart Cntena
Bill Paviod | Jan 3002 =

Break 0n | Vandor

S | Cemiral'Direct | Cemiral | %

Vendor | Vendor? | Contract | Universal | ARC [ TEO1 D0DD 2000 000D DEGE CODD DODO - B

- ﬂ‘

® Hide Seiecion ox i'!'l Printer Frisndly &-ﬂnu.- ned [* @ Uasi Guids
THIS IS HOT A4 BILL - DD HOT PAY H
Netwarx
G S.l‘f'\ Monthly Statermiant of Amcount
Jdanuary 2008
Billing Lewel

Hetwors Services

Telscommurications Services
Communecaions Transport
Services

P Brsed
E —_

Subtatal Telecomemunications
Sarvices

Mznagement and Application
SEnAces

if] i
Specil Services

Wr CEE
Access Services
Eiscellaneous
Fadaral Reley Sarvica

Total Charges

Comtract: Unheersal
Vendorn Vendor:
Agency Hierarchy Coce: TEDH000000000E000000000 0000
Line off Aecoundireg:

Bill to AHC: TED1DICC0000000I 30000000 080T
Agency Rame: Aqency EF1OEW
BOAC: TEETH
Cartral T rect: Canbral

Retwone Contractor Charges

Usaqe Usage Mondhiky Taxes & Vendor

Vaolheme Ammaoumt Recurring Blon Recurring Surcharges UsSF PHC Adjustmesnts Tatal Charges
0. 04,82 2,551.72 £041.08 21e8s| 230158 000 11,330,73
L] 6827 154 38 non q 45 nzr n.on o 5T.40
ooo|  1BOOT4ED non aon 0 n.on 0. 155,074.50
¥ §13.00| 16762458 Bi4A.06 21744 35042 000 [416.26 148,521,335
2400 1,213.48 1,578.53 E.121.30 IIRIT D.00 000 D00 14,340,564
0.0 000 100E4. 13, 18,150.00 80a.00 0.00 000 0.0 1545405
0.0 000 2.00 214000 a00 g naon 0. 140,00
og 0.00 18417 .00 199 0.59 0.00 0.3 AT2AR
0o n.aon 1.00 nan a.00 0.0 n.on ] 0.00
o .00 4.00 LR a.00 ] .00 .54 000
0.0 000 2.00 .00 a.00 000 nan 000 0.00
2400|  1TIG6E| 17025341 F2AELIE 1B 33042 000 41525 2557846

For questons concerning this repart, please contact the FAS Billing Help Dask at 1-877-344-1677 or fasbilling heip@osa.gov.

THES IS NOT & BLL D0 HOT PAY

EEA

Adjustments

11,8418 |

Total Betwor

Charges

2,733

{133.90)
155474.50

164 87954

1, 3110:54

2641405
2,140.00
1116
0.

L]

Lok}

20373833

High level
summary of
charges at
Service Type/
Category level

Query by Bill
Period, Vendor,
Contract, AHC
and
Central/Direct

Link from the
Networx
Services
column to the
corresponding
Service
Summary report

13
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Service Summary report sample

Select Report Criteria
Bill Period | Jan 2008 v| Vendor | VendorZ2 % | Contract | Universal v| AHC i TEO1 0000 0000 0000 0000 GOO0 0000 - Bill v!
Break On ! Vendor vi Service Type | Communications Transport Services  |% i CentralfDirec‘ti Central vJ!
@ Hige Selection Box % Printer Friendhy Download =/ @ user cuige
Networx (=]

Summary By Service

G S "‘}‘ January 2008

Communications Transport Services

Billing Level
Contract: Universal Bill to AHC: TEQ1 000000000000000000000000
Vendor: WYendor2 Agency Hame: Agency EMDEM
Agency Hierarchy Code: TEQ1000000000000000000000000 BOAC: TESTO1
Line of Accounting: Central/Direct: Central
Uzage Usage Monthly Non- Taxes & Vendor GSA Total Networx
Service Volume Amount Recurring Recurring Surcharges USF PICC Adjustments Adjustments Charges
Asynchronous Transfer Mode 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Circuit Switched Data 0.0 0.00 0.00 D.00 0.00 0.00 0.00 0.00 0.00 0.00
Combined (local and Long distance) 0.0 0.00 D.00 0.00 0.00 D.00 0.00 D.00 0.00 0.00
Ethernet 0.0 0.00 0.00 D.00 0.00 0.00 0.00 D.00 0.00 0.00
Frame Relay 0.0 0.00 205.24 D.00 10.58 48.89 D.00 0.00 (£81.94) 483.25
Private Line 0.0 0.00 0.00 D.00 0.00 0.00 0.00 0.00 0.00 0.00
Toll-Free 0.0 213.03 1,291 .28 2,041.05 20482 276.98 0.00 {5.00} {1,168.58) 8,855.40
Voice 0.0 4179 354 .50 0.00 1.79 4,48 0.00 0.00 (2.30} 400.26
Total 0.0 254.52 2,551.72 8,041.05 216.99 330.15 0.00 {5.00} {1,650.82) 9,7386.91

High level
summary of
charges at Service
level

Query by Bill
Period, Vendor,
Contract, AHC,
Service Type and
Central/Direct

Link from Service
column to
corresponding
CLIN Detail report,
Usage Volume/
Amount columns
to corresponding
Call Detall
Summary report,
Vendor Adjust
column to Vendor
Adjust report, and
GSA Adjust
column to GSA
Adjust report

14
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Call Detall Summary report sample

Slac] agail Ciil
B FmEn | Jan 00 = | Vendor | Yerdar? vii‘.mqui Uriarmal (%
Co iy ablhein et W

Gty | Al b

& e Seischon B B Frimrcy 'gl'.w'..-.n-;a-u By tuiite

AN | TIECH] DO 1 DOCk DIN0 QM0N0 £ 00 000 - P

Summary
of usage
charges

GSA

Lime of S daminteg

Comnidr i Lnivor ol
Wepalai t W efncdin 2
Attty e i ey C ot TED 0000 DOO0N000 DOCD0000 00

Hatwars

ol Dl S v SUT s

Jamisy B
By Lol

Bl o AHC: TETH 00000000030000000000000

Minutes

by phone/
card
number

GSA

Query by
Bill Period,

Average  Awer:
CostMiinute Cost/Call

Usage

Lnkarsal e ok TECH B £ OO0 (OO0 DO Eaiiio Comampcing UBESCTEOR TESTASRMTEN TESTCCAMTENN TERTHICTIM [Co-aRRRFEA N ] oc a 0.00 000 1] 0.00 000 V ndor
Callalad!FOE UBCATEDGE TESTGSANTED] TEETCCAMTEDT TESTHICT2N BMNTIZ MW D C ] 0.00 000 ] 0.00 0.00 e 1
Cutipusd UBRCTEDAD TESTRSEMTED] TESTCCAMTEDT TESTHETZIG =TI MW D C 3 166140 562,20 1402 001 408 Contract’
TedlFies LRATFTEDAR TRSTARRHTRO] TEETCOANWTED TEETHEAZ I 1M D C 45 1220930 41998 21202 001 473
whakee owel IF Tawsper WBIVITECAAR TESTABRNTEOY TESTCCAMIEN ELESCAD bis it W 0 © 18 1790860 111928 268 27 0.01 1677 AHC1
Tkl T N1 A G O000N) R0 (OO0 (R0 64 3346930 60108 496,25 001 1.75 Service
TECH EF G HIODOOADOODOO0O 00000 Audic Condarncing LESIACTENEF TESTASENTED] TESTCCANTEDT ELTBRICELCT =ARFIITE OIM D C 10 4740000 474000 121349 00F 12135
CallaladFCE LRICPTREF TESTASRHTROY TERTOOANTEDY TESTHIC 1234 EEsEaxiI3d W D ] 0.00 0.00 ] 0.00 0.00 and
Cuibioaid LEMCTEIMEF TESTASRWTEO TEBTCOANMTEDN TESTHECIZM falErEzel Am [ 2 298200 29500 2686 0o 895 CentraI/
Teodl-Fram UBIMFTEMHEF TESTOERMTEOY TESTCCAMTEDD TEBTHICT2M R TET 1) o c a o000 o.oo o 0.00 000 .
Woict ovnl IF Tampad  UBWITEQIET TESTRSANTEDT TESTCCAMTEDT TESTHICE BASEIZEIT MM D C ] 0.00 000 ] 0.00 0.00 Dlrect
Tabal TED1EF & HOD 000D DOODOO00 D000 13 5038800 3ATEO0 124035 00z 95.1
Tasal Beyeasal Vepaior T 7 88,857.30 1,153.99 1736.58 0.02 22.55
O i T ol ' 88.857.30 1.153.99 1736.58 0.02 22.55
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CLIN Detail report sample

Select Report Criteria

[rrac—s | | I
Bill Period | Jan 2008 % |  Vendor |Wendor2 ¢ | Contract | Universal % | AHC | TEO1 0000 0000 0000 0000 0000 0000 - Bil

; L —_—
Service | Frame Relay vJ Central Direct | Central ¥

£

0 Detail of
charges by
CLIN. Lowest
level of data

@ Hide Selection Box Eprirﬂer Friendly Download =l @User Guide

available in
E-MORRIS.

Networx
CLIN Detail
January 2003
Billing Level

GSA

Contract: Universal
Vendor: Wendor2
Agency Hierarchy Code: TEQ1000000000000000000000000
Line of Accounting:

Install Disconn
Date Date

Dom Orig Term Billing

Service Swc Order UBI CLIN Oty Int CD HIC HNIC Period

Universal Corfract
Vender Verder?
TEQ1ABCOO00000000R00000 00000
01/20/08-

Usage

Bill to AHC: TEQ1000000000000000000000000
Agency Hame: Agency EQ1000
BOAC: TESTOM

CentralDirect: Central

MRC

NRC

GSA [ Query by Bill

Period, Vendor,
Contract, AHC,
Service and
Central/Direct

Total
Charge

Tax

Surcharge PICC

o  Download
includes all

FRS 2825088  UBIFRTEO14B TESTASRNTEQM 0000000 2 D C  WHTMMOOSUAR Giemqme 0172008 $0.00 $0.00 $0.00 $0.00 342,69 $0.00 $42 .69 GOV ’t-requeSted
04/20/08- 1
FRS 2825088  UBIFRTEO14B TESTASRNTEQM 0044404 2 D C  WHTMMOOSUAR Giimime 0172008 $0.00 $a52.97 $0.00 $0.00 $0.00 $0.00 $452.97 f|e|ds from
Subtotal for Service FRS $0.00 F452.97 $0.00 $0.00 F45.69 $0.00 $501.66 J 12 4 2 (Deta”
Subtotal for TED1ABECDO0000000000000000000 $0.00 352,97 $0.00 $0.00 342,69 $0.00 $501.66 B|”|n F|Ie)
TER1EFGHOOG0000000000000000 g
FRS 2825008 UBIFRTEO1AB TESTASRNTEQM 0000000 2 D C WHTMMOOSUAR gjﬁ?gg' 01/20/08 $0.00 $0.00 $0.00 $10.52 $0.00 $0.00 $10.52
01/20/08-
FRS 2825008  UBIFRTEO1AB TESTASRNTEQM 0044404 2 D C WHTMMOOSUAR Giemipe 72008 $0.00 $452.97 $0.00 $0.00 $0.00 $0.00 $452.97 0 Does nOt
Subtotal for Service FRS $0.00  §452.97  §0.00 F10.58 000 F0.00  §463.55 |nCIUde Ca”
Subtetal for TEQ1EF &HO0000000000000000000 $0.00 F952.97 $0.00 $10.52 $0.00 $0.00 $963 .55 deta” usage
Subtotal for Vender VendorZ $0.00 90594  F0.00 $10.52 $42.69 $0.00 $965.21
Subtotal for Universal Contract $0.00 20594  F0.00 $10.52 F42.69 $0.00 $965.21
Total Charges $0.00 $905.94  $0.00 $10.58 $48.69 $0.00 $965.21
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U.S. General Services Administration

GSA

Federal Acquisition Service

Conferencing Services report sample

Select Report Criteria

v =

CDntrﬂct| Univerzal |» | AHC | TEO1 0000 0000 0000 0000 0000 0000 - Bil

Central/Direct

Bill Period [ Jan 2008 %| Vendor | Vendor2 v

Metwar
Conferencing Jemvices
Janiiary DHE
Eallireg Lawal

Coraract: Lnharas
Yandor: ‘Verdard
Agercy Hiarerchy Code; TEO10E0E0E0E0EDE0EIGOGOG 0 00
Line of Accounting:

Uriwsrsal Conireci
Vendar Vendard

Detail of usage
& non-usage
charges for
Audio, Video
and Web
conferencing
services

Query by Bill
Period, Vendor,
Contract, AHC,
Service and
Central/Direct

Usage charges

S e it e e o T T i o rrlls e b also found in
11 ADCDGIIEE MOIDEDD T  Audic UBIAGTEDIAR TESTASAKTED] TESTCUN TEST Dragiods 23 o a Fulalied aL L H .
TER HOMECEOEDEOIOI0IDIM C  Auale VBIACTEDTAE TEBTAERKRTENT TEBTCLAN TEBT Dasoricdic 1 123 o 0 a aa 138.0=0 15800 Cal I Detall
TEHEFGHIGIOEENEGOINIIN] & Auclz  UBIACTEDIAR TESTASANTEDT TESTIUN TEST Dssmiztian 2321171331 T1 2231111331 PRT=AT M-E a am o I @WEE  aW @mom
| Bratnzial dor Wandes Vandor2 D0l a8 LR THE ool TEE Dd Summary
| Bl e Contraa Uinieanal o0l il L] TEE oo TEE O
| Total Chargas oo o40 RO TR (10 ] IR
: o Nonusage

charges also
found in CLIN
Detall
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GSA

U.S. General Services Administration

Federal Acquisition Service

Vendor Adjustments report sample

— 0  Detail of vendor
Select Report Criteria .
Bill Period | Jan 2008 v  Vendor | vendor2 v Contract |Lniversal v | AHC | TEQ 0000 0000 0300 D300 0AOD DO - Bil ¥ E3 adJ ustments
Service i_-_.i.ll- ot i Central Direct i_'::;ﬁgal _\Zi
~ _ 0  Query by Bill
@ Hige Selection Box % Prirter Friendly Doweriload = @ uzer Guide H d d
Period, Vendor,
Contract, AHC,
Netursix Service and
A Vendor Adjustments A .
GSA January 2008 GSA Central/Direct
Billing Level
Contract: Universal Bill to AHC: TEQ1 000000000000000000000000
Vendor: Yendor2 Agency Hame: Agency E01000
Agency Hierarchy Code: TED1000000000000000000000000 BOAC: TESTO1 0 D own load has
Line of Accounting: Central Direct: Central ad d |t| O n al
: : : fields:
Vendor Gow Disp Invoice Orig Term PICC
Disp No No Date Swvc ASRN NIC HNIE CLIN €D Swvc Adj Tax Adj USF Adj Adj Total Adj Explanation O I nVO I Ce
Universa! Confract
Vemdor Verder? N U m ber
TED14B CDO0000000000000000000 GOVDISPOODY 1201207 TFS UBITFTEO1AR & $500 $000 $000 OO0 4500 Explanation of adjustment 0 Charged
TEO1AB CDO0000000000000000000 GOVDISPOODZ 124207 WOIPTS UBIWITED1AB C BMDE5 3000 000 000 -$410.25 Explanation of adjustment A
Subtetal for TECHABCDOO0D0000000000000000 F415.26  $0.00 000 000 -$415.25 mount
Subtotal for Vender Vendor2 $41525 000 000 000 -$H5.25 0 D|Sputed
Subtotal for Universal Contract 541525 0,00 $0.00 F0.00 -$415.25 Amount
Total Adjustments -$415.25 $0.00 $0.00 $0.00 -$415.25
o Bill Start

Bill End
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U.S. General Services Administration

GSA

Federal Acquisition Service

GSA Adjustments report sample

Select Report Criteria

Service : -4l w i

@ Hide Selection Box % Prirter Frigndly Download [* @ Uzer Guide

Networx
GS5A Adjustments
G S ‘f‘ January 2008

Billing Level
Bill to AHC: TEQ1000000000000000000000000
Agency Hame: Agency EO1000
BOAC: TESTOM

Contract: Universal
Vendor: “Wendar2
Agency Hierarchy Code: TEQ1000000000000000000000000
Service:
Line of Accounting:

Orig Bill USF PICC
Contract Vendor AHC Date Adjustment Reason Swc Adj Tax Adj Adj Adj
Universal “endorz TEO1ABCDOO000000000000000000 01-JAN-02 Reazon for adjustment Woice over IP Transport (25,007 (9600 0.00 o.oo
Universal Wendor2 TEQ1ABCDOOD00000000000000000 01-JAN-08 TCR:MRCTTFR25250930044404 Frame Relay WHT hA kA D05 LLAR (452.97) [pet=R=l=] 0.00 0.00
Universal Wendo2 TEO1ABCLOO000000000000000000 01-JAN-08 TCR:PICTTWCZE8040470019001 Woice MOBLAL1SUBWS (2.30) 0.00 0.00 0.00
Universal Wende2 TEO1ABCDOODO0OO0O00000000000 01-JAN-02 Reazon for adjustment Toll-Free (5.007) (5007 0.00 0.o0o
Universal “endorz TEO1ABCDOOO000000000000000000 01-JAN-02 TCR:NRCTTTF2E20369600390365 Toll-Free PRLHHIOJUBS 1,086 .05) [B2.51) 0.00 0.og
Subtotal TEQ1ABCLOD00O000000000000000 (1,641.32) (200.50) 0.00 0.0o0
Subtotal UniversaliVendor2 (1,641.32) (200.50) 0.00 0.00
Total [1,E641.32] (20050 0.00 .00

GSA

Total Adj
[121.00)
[421.98)

[2.30)
[11.00]
[1,155.56]
{1,841.82)
(1,841.82)
[1,241.82)

*Note: Transition Credit reports for Direct Bill will only be on the Transition Information Portal (TIP) web site, along with
additional Central Billed transition credit reports.

Detail of
GSA
adjustments
(for
centralized
billing)

Query by Bill
Period,
Vendor,
Contract,
AHC and
Service

Includes
transition
credits
(identified by
TCRin
adjustment
reason)*
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GSA

U.S. General Services Administration

Federal Acquisition Service

Charges by Service report sample

Select Report Criteria

Bill Period | Jan 2005 v ! Vendor

Wendor2 | Contract |Universal % | AHC i TEOT 0000 0000 0000 0000 0000 0000 - Bil

v E2

R —
Central Direct | Certral

@ Hige Selection Box Download (=] @ User Guide

GSA

Contract: Universal
Vendor: Wendar?
Agency Hierarchy Codle: TEQT 000000000000¢
Line of Accounting:

TENMABCDODOODDOODDOOO0DOO00D | 116.01( 000 (226225 (0.00 (0.00 (45207 0.00
TEM EF GHODOODOOOODOOOOOOOO0D | 222,07 000 (142663 (0.00 (0.00 (462585 0.00

0.o0
0.o0

283232 000|904 X62.2¥( 000 DOO) O.00(0.00 0.o0| D.O00|3ETE4E0 2
223225 000|992 045 0.00) 0.00( 000000 oo0| p.o0) 995151

1-2

Total charges by
AHC and service

Partial screen shot
—report includes
additional fields for
each service and
subtotals by
service type/
category

Query by Bill
Period, Contract,
Vendor, AHC and
Central/Direct

Download only — no
print option
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U.S. General Services Administration

GSA Federal Acquisition Service

UBI Summary report sample

Select Report Criteria
Bill Period |Jan 2008 vi Wendor | Vendor2 v| Contrac‘t| Universal | AHC | ..TEO ABCD 0000 0000 0000 0000 0000 - Detail Central vi

Service | Al v | Centraliirect | central v

® Hide selection Box E Printer Friendty Download (%] @ vser cuige

Networx
UBI Summa
GSA Sy 208 Yy © Summaryof
Detail Level Charges by
Contract: Universal Bill to AHC: TEQ1000000000000000000000000 vendor Unlque
Vendor: Vendor2 Agency Name: Agency E01ABC HIH H
Agency Hierarchy Code: TEQ1ABCDO00000000000000000000 BOAC: TESTO1 B”“ng Indicator
Service: Central/Direct: Central

Line of Accounting:

0  Query by Bill

Contract Vendor 5 Service CiD Usage : : Slra{;;g UsF C:Eztr‘;le PerIOd, Vendor,
Universal Vender2 TEQ1ABCD00000000000000000000 ACS UBIACTED1AB  C  0.00 0.00 0.00 0.00 000 000 0.00 Contract’ AHC’
Universal Vendor2 TEO1ABCD00000000000000000000 CPCS UBICPTEOTAB € 0.00 163.08 0.00 0.00 000 000 163.09 Service and
Universal Vendorz TEQ1ABCD00000000000000000000 FRS UBIFRTEDM1AB € 0.00 45297 0.00 000 4382 000 501,66 :
Universal Vender2 TEQ1ABCDO0000000000000000000 LMRS UBILMTEQ1AB €  0.00 0.00 1,070.00 0.00 000  0.00 1,070.00 Central/DlreCt
Universal Vendor2 TEQ1ABCDO0000000000000000000 MFS UBIMFTEQIAB €  0.00 000  10,700.00 0.00 0o0 000 10,700.00

Universal Vendor2 TEQ1ABCDO0000000000000000000 MTSS UBIMTTED1AB G 0.00 £00.00 000  105.00 000 000 605.00

Universal Vendor2 TEO1ABCD00000000000000000000 NBIP-VPNS UBINITEO1AB € 0.00 99.18 0.00 0.00 000 000 99.15

Universal Vendorz TEO1ABCDO0000000000000000000 SONETS — UBISOTEO1AB C 000  2,438.54 0.00 0.00 000 000 3,498.54

Universal Vendor2 TEQ1ABCDO0000000000000000000 TFS UBITFTEDIAB € 0.00 0.00 §.041.05 0.00 000 000 8,041.05

Universal Vendor2 TEQ1ABCDO0000000000000000000 TWS UBITWTED1AB € 0.00 15765 0.00 0.00 000 000 1,676.53

Universal Vendorz TEO1ABCD00000000000000000000 VOIPTS — UBIVITEOTAB G 0.00 0.00 0.00 0.00 027 000 0.27

Universal Vendor2 TEO1ABCDO00000000000000000000 VS UBIVCTEO1AB € 0.00 100.42 0.00 0.00 000 000 100.43

Subtetal TEQ1ABCDO0000000000000000000 0.00 639074 1981105 10500 4896 000 2635575

Subtotal Universal/Vendor2 000 639074 19.81105 10500 4898 000  26,35575

Total 0.00 6,390.74 19,811.056 105.00 45.96 0.00 26,355.75 2 1




U.S. General Services Administration

GSA Federal Acquisition Service

GSA Disputes report sample

0  Detail of
disputes
Sebect Fie ot ©1iberia Vendor | vendorz o ANC | TEON 0000 0000 0000 0003 0000 0003 - i - n initiated by
Wvobes Dato |40 W Sautg Coda | 4 - GSAon
: - behalf of the
Gow Biop b, Range- From | To
Agency (for

centralized
billing)

MNetwors
G4 Qe

@ Hicke S=dachinn Box 3‘1!-‘.5' Frmndk & Diveenicaad (= @'JM e

Comtract: £1 Bl § o AIC= TED 000000000 D000E0 000000 AHC
Wendor: Yendo® Agency Home: Aoency EDNO0D J
Adieney His areley Code: TETOO00000 DOOC000 0000000 RO TESTOH Invoice Date
Twoice Datas ALL
Lt off Acioiiing: and Status
Code.
G Dispette Recarded Charged Disputed Withheld Adjustments Optionaj
Wendar C oty acl Ha Diate Serwice Type Dispurie Reason Amt Amt Amt Received flt b G
Vendes Unbeeial  SOWTISEO001 Closed Final Disputed = 315000 120007 TEOADCEOOOOOC000O00CCCANNDD URITFTEDAAR 12H2KF TelkFras Puplicate biling shamges 5.00 500 0.00 (5.00) |_ er by Gov
VendoZ Univesal SDWTISFO00E Closed Final Disputed == S5000 1220007 TEM ASCEOOOO0000MOOOCO0000MD UBRITEDIAE 12MZAF Waice meel IF Tionsport Fries nel matohed in Fier | 760010 41026 0.00 [410.25) D|SpUte
b ckal far Irenics Dabs 12-DECO? 78510 41525 0.00 (415.25) Number.
Total Charyes 76510 41525 0.00 (415.25)

0 Download
includes
additional
fields.
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U.S. General Services Administration

GSA

Federal Acquisition Service

Vendor Disputes report sample

Select Aeport Criteria

imeinie Daie | .40 % Vendor | <AL w | Conveen | .&i ® AHC | TEO! BS00 SEEE BEEE 008 O (xn) . B w H
Hrace | Ak W Seahun Cote | -Ak . Camrsl Dirmst | Coniral| W,
G (N5 Mo, Range - From Ta

(B Hetn Sadectzn Box l-ﬂ““f"' nendly t': Derwricms 2 Lowr Gascd

Cormraan 48
“andor: A
Apancy Hiererchy Code: TEO O0808 888 DOD0000 S 088 00000
Ling of Accouming:

. e 8 "
Gs*\ Irrecion Dara: &LL GS‘,\
i ' TEEEEE BEEREEE
cy ELIDEE
BOALC: T

Urevissl vanooR © & 33
Urivresl VenooE C TECH ABCDOS (000000 B3RN0 GOVIGEPIIT 1T5a8ETS 121107 ALOREID
| kit portreicw D 120ETT iz

Wil Cvl 1P Trdanigon URVTTROTAR TamZiin SR Cicksd LRLCRL

iTnh.l Charges L -

Detail of
disputes as
provided by
vendor in
J.125.1
Disputes file

Query by
Vendor,
AHC,
Invoice Date
and Status
Code.
Optional
filter by Gov
Dispute
Number.

Download
includes
additional
fields.
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U.S. General Services Administration

GSA Federal Acquisition Service

Break-On option and report tabs

Select Report Criteria O Use the Break On
Bill Period | YTD 2008 v | Vendor [-Alk %/ Contract [-Al | % | AHC [ TE* 0000 0000 0000 0000 0000 0000 - Summary v| query OptlonS to
Break On [Vendor W] CentraliDirect [ A W] break your report
Into separate
@ Hide Selection Box = Printer Friendly G Download <2 User Guide tabS, depending
SYRTA Verdort | Vendor) on your other

query selections.

THIS IS NOT A BILL - DO NOT PAY
Networx
G S ‘e" Monthly Statement of Account G S ﬁ"
Year to Date 2008

Summary Level

0 Appliesto the

MSOA and
Service Summary
reports.
Break On Other Query Option Result o  The Billing
. : . : Summary will
Bill Period Bill Period = YTD Tabs by month automati)(/:ally
Contract Contract = All Tabs by contract ?nhoor\]/)[/htfa\bs by
Vendor Vendor = All Tabs by vendor o  The printer
Central/Direct Central/Direct = All Tabs by central/direct friendly option

will show all the
tabbed reports.
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U.S. General Services Administration

GSA Federal Acquisition Service

Report query AHC selector options

0o 3 options for AHC selector, depending on how many AHCs you have
o Dropdown list — fewer than 500 AHCs (system default)
0 Popup list with filters — between 500 and 2,000 AHCs
0o Popup list drilldown with filters — more than 2,000 AHCs

My Preferences

0  How to change your default option

Common Elements

C“Ck the My Account Ilnk Download File Format TTE-::||E—:~:_;|
Click the Change My Preferences link. e [Bmeg Repor ]
. Rows per Page _Ea_\ﬂ
3. CIle the down arrow neXt to AHC Include Column Headers in Download File !Y:_-:_—vi
selector type and select an option. Agency Billing
; Default Report | Szrvice Summarny W
4' CIICk the Save bUtton AHC Selector Type Drop-down {for limited # of AHCs) [%

Mane
Crrop-down (for limited # of AHCS

5. When you return to Billing Reports, e ot _
you1l see the new AHC selector type. Fopip Lot e w )|
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U.S. General Services Administration

GSA Federal Acquisition Service

Dropdown list (system default)

Select Report Criteria

Bill Period | vTD 2008 [v Vendor Contract | -1 v aHC [_ar O - |
Break On Central/Direct | -&l- w
-Begins With (Enter Start of AHC in Field at Right-=}

TE** 0000 0000 0000 0000 0000 0000 - Summary

JTEQM 0000 0000 0000 0000 0000 0000 - Bil

.. TEQ1 ABCD 0000 0000 0000 0000 0000 - Detail Central
...TEO1 DEM3 0000 0000 0000 0000 0000 - Detail Direct

H ...TEQ1 EFGH 0000 0000 0000 0000 0000 - Detail Central
0 Standard drop down IISt Of Values .. TEQT MNQOP 0000 0000 0000 0000 0000 - Detail Direct
TEO3 0000 0000 0000 0000 0000 0000 - Bil
...TEO3 0000 0000 0000 0000 0000 0000 - Detail Central
0 Works for up to 500 AHCS ...TEQ3 ABCD 0000 0000 0000 0000 0000 - Detail Central

...TEQ3 EFGH 0000 0000 0000 0000 0000 - Detail Central

0 AHCs appear in the list according to your TED2 1NGP 0000 0000 0000 0000 0000 - Deta Drect
selections for bill period, vendor, contract TEO3 QRST 0000 0000 0000 0000 0000 - Detail Direct

and central/direct

0  Choose from summary, bill or detail levels
(note: bill applies to central only)

0 Cantypein all or part of an AHC by selecting
the “Begins with.. ”” option

Select Report Criteria
Bill Period | vTD 2008 |+ Vendor Contract | -4l- ~ | AHC [ -Begins With (Enter Start of AHC in Field at Right-) | Begins | N < |
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U.S. General Services Administration

GSA Federal Acquisition Service

Popup list with filters

Select Report Criteria
Bill Period Vendor Contract | -Al- ¥ AHC [TE™ 0000 0000 0000 0000 0000 0000 - Summary | [JE)
Break On Central/Direct
/= Select AHC - Windows Internet Explorer |Z [E |E|
£l ¥ & 0  AHC list appears in popup window when you click on
Select Agency Hierarchy Code X the arrow to the rlght Of AHC
AHC
AHC Begins Wih ll— ’—|| o  Works for up to 2,000 AHCs
ncludes
feestie NP 68 | 0cEMlT | umary 0  AHCs appear in the list according to your selections for
Siled [7] Central [] Direct bill period, vendor, contract and central/direct
[ [ 50 . . .
om0 & @D 0  Filter your AHC list in the following ways:
Al . . . .
T o Enter all or part of AH_C in AHC Begins Wlth field
“TE01 0000 0000 0000 0008 0000 0000 - Bil 0 Enter part of an AHC in the AHC Includes field
...TEQ1 ABCD 0000 0000 0000 0000 0000 - Detail Central . .
..TED1 DEM3 0000 0000 D000 000D 000D - Detail Direct 0 Check/ uncheck Report Type: Bill, Detall,
_TEO1 EFGH 0000 0000 0000 0000 0000 - Detail Central Summary (note; bill app|ies to central only)
...TEQT MNOF 0000 0000 0000 0000 0000 - Detail Direct .
TEO3 0000 0000 0000 0000 00G0 0300 - Bil 0 Check/ uncheck central / direct
..TEQ3 0000 0000 0000 0000 0000 0000 - Detail Central 1
...TEQ3 ABCD 0000 0000 0000 0000 0000 - Detail Central 0 SeIeCt number Of records to dlsplay i
TE03 EFGH 0000 0000 0000 0000 0000 - Detail Central 0 Click “Go” to refresh the list based on your filters
..TEQ3 1111 0000 0000 0000 0000 0000 - Detail Direct
..TE03 MNOP 0000 0000 0000 0000 0000 - Detail Direct - SRR
e e e 0  Click on an AHC to populate the AHC field in the Select
o Report Criteria box
27
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GSA

U.S. General Services Administration

Federal Acquisition Service

Popup list drilldown with filters

AHC list appears in popup window
when you click on the arrow to the
right of AHC

Works with any number of AHCs

AHCs appear in the list according
to your selections for bill period,
vendor, contract and central/direct

Filter your AHC list in the following
ways:
0 Enterall or part of AHC in
AHC Begins With field
0 Enter part of an AHC in the
AHC Includes field
0 Select one Report Type: Bill,
Detail, Summary (note: bill
applies to central only)
0 Check/ uncheck central /
direct
0 Select number of records to
display
0 Click “Go” to refresh the list
based on your filters

Select Report Criteria

Bill Period | ¥TD 2008 %

Vendor [-Al- | Contract [-Al-

[ - |

b | AHC |_E” 0000 0000 0000 0000 0000 0000 - Summary

Break On Central/Direct

/= Select AHC - Windows Internet Explorer
€

Select Agency Hierarchy Code
| AHC

AHC Begins With

Includes | |

Report Type () Bil () Detail (&) Summary
Biled [w]Central [v] Direct
Displa',r|53 v| @

TE** 0000 0000 OO0 0GO00 0000 0000 - Summary 10 Ahcs
TEO1 0000 0000 0000 0000 0000 0000 - Summary 4 Ahcs
TEO0Z 0000 0000 0000 0000 00O0 0000 - Summary & Ahcs

—>

0  Click on the green number-of-
record links to view the detail
AHCs below a bill or summary
level

X Cloze Window

{~ Select AHC - Windows Internet Explorer
€|

Select Agency Hierarchy Code
TE _AHC
Includes |

Bills to AHC |

AHC Beginz With

Report Type () Bill (& Detail () Summary

Billed Central [w] Direct
Dizplay ! B W @
@ Back

TEO1 ABCD 0000 0000 0000 000D 0000 - Central
TEO1 DEM3 0000 0000 0000 0000 0000 - Direct
TEO1 EFGH 0000 0000 0000 0000 0000 - Central
TEOM MNOP 0000 0000 0000 0000 0000 - Direct
TEOZ 0000 0000 0000 0000 0000 0000 - Central
TEO3 1111 0000 0000 0000 0000 QOO0 - Direct

0  Click on an AHC to populate
the AHC field in the Select
Report Criteria box



U.S. General Services Administration

GSA Federal Acquisition Service

E-MORRIS Help

o Contact Us link — FAS Billing Help Desk info
0 Phone: 1-877-944-8677 (toll free)
o Email: fashilling.help@gsa.gov

0 User Guide link
0 Detailed user guides (depending on access)
0 E-MORRIS presentations — training overview (public access)
o Future: video training files (depending on access)

0 FAQ link
o Answers to frequently asked questions (depending on access)

0 Reset Password button -
o Web form for automatic password reset

0 Request Assistance button —
o Web form for requesting assistance (other than password resets)
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